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. (Georgia Department of Education 1 P 2. 50
Office of Administrative Services '
Twin Towers East '
“Atlanta, Georgia 30334
Werner Rogers ‘ ' H. F. Johnson, Jr.
State Supermtendent of Schools June 24 s 1986 . . Associate State Superintendent

MEMORANDUM

1
TO: Arvil Ensley
Budget and Account1ng Officer
Board of Postsecondary Vocational Educatxon

FROM: Vickie Oake}’ey ;
Records Management Officer
Department of Education

SUBJECT: Transfer of Records Retention Schedules from the Department of
Education to the Board of Postsecondary Vocational Education

Effective July 1, 1986, Records Retention Schedules which have been
established for Record Series Titles relating to Postsecondary Vocational
Education are being transferred from the Department of Education to the
Board of Postsecondary Vocational Education. Attached are copies of the
schedules as listed below by Schedule Number:

76-191 81-109 81-181

76-192 . 81-110 81-182 _
81-7 81-176 ‘8?-’1?31

81-8 - 81-177 - 81-185

81-51 81-178 81-192

81-71 81-179A 81-226

81-108 81-180A

Amendments will need to be prepared by your agency to change the agency
name, addresses, contact persons and to make any other necessary changes.
These amendments should be sent to Mary Hall, Governmental Records Section,
State Archives, for approval.

Also enclosed are file copies of Records Transmittal Forms and Notices of
Records Destruction Forms applicable to Postsecondary Vocational Education
Records. I am enclosing copies of several publications dealing with

Records Management which will provide helpful information concerning Records
Management Procedures.

1. 76-RM-1 - "Scheduling Procedures”

2. B82-RM-2 - “Finance and Fiscal Files Supplement”
3. 82-RM-4 - "Statewide Commons Supplement"

4. 79-RM-1 -

"State Records Services Handbook"




i

OFFICE OF OF STAT
1§27 APPLICATION FOF; RECORDS RETENTION SCHEDULE DEP AR ToNT OF i‘:g,f,{,gg‘;m B TaTORY
' RECORDS MANAGEMENTDIVISION

INSTRUCTIONS: See Publication :No 76—BM-1 for instructions on completing this form. Forward slgnedd orlg;nal'to
Department of Archives ‘and Hlstory, Reoords Management Division, 330 Capitol Avenu¢ Atlanta, Georgla 30334,
Attention: Scheduling Sect|on ) '

FOR AGENCY USE 1. Agency Address : : . ' FOR RECORDS MANAGEMENT USE
Application Date : Department of Education Application Number
Office of Vocational Education é ‘ - ‘ e 2
Aonlicati Division of Vocaticnal Program Managemen - — — T E—
pplication Number N Date Received Date Completed
Atlanta, Georgia vaR s 198
| o 1 |MAR 11 1980
2. Person to Contact Working Title Telephone Number
Ray Greeson Regional Director 656-2550
3. Action Requested i ) - . 74—7“
a. K Establish Retention Schedule; tecord will continue to accumulate.
b. O Dispose of present accumulation; no further accumulation anticipated.
¢. [0 Amend Application No, Check One: [0 Change; O Supercede; O Void ]
4. Dates of Series 5. Records Series Title (followed by title used in office; if different)
Earliest Latest '
1980 I To Date Postsecondary Program Management Computer Printout Files
6. Division and Office Function What is the function of the Divisien and the Office in which this record series is created?

The Division of Vocational Program Management provides direction, policies and procedures
for development and delivery of Vocational Education; coordinates with local school
systems and the federal government in all areas of vocational education including budget
preparation; allocates grant funds and approves disbursement; provides technical '
assistance in program development; provides liaison and coordination in planning and
management of vocational programs; recommends certification standards and staff develop-
ment activities. ‘

SN .
7. Record Series Description This file contains the followmg documents .’mclude form numbers and t.'tles if any}
Attach samples of the file. k

Documents relating to:  providing program management statistics -and information on vocational
education programs and teachers in Georgia.

Included are: EDVG 0410 (Monthly Grant Proof Lists), a computer printout showing status
of funds for equipment purchases; EDVT 0730 (Active Status Roster), a
computer printout showing active vocational education teachers; EDVT 0200
(Teacher Contracts with Status Code "S") , a computer printout error listing
showing teachers on the vocational payroll system not receiving reimbursement

" because errors exist; and, EDVT 0740 (Vocational Contracts by Taxonomy), a.

computer printout listing vocational education teachers by the taxonomy
number ( area of speciality) '

File |sarranged By report thereunder alphabetlcally by school system.

' — 7 A ~ - . T
8. Monthly Reference Rate How often are records referred to which are: T T T T
One to six monthsold —_____ __.; Seven to twelve months old four monthsold —______;
twenty-five monthsandolder __________? - :
9. Annual Rate of Accumulation of Records ) . ) )
Lettersize drawers . ; Legal-sizedrawers _________; Shelves - ; Other _{sbecify)
; N

AR-50—71; Rev.76 ) ' - v (Over)

R



YES | NO | 10. Questionnaire  (Place an X" in the proper ¢column) ) _ © S
a. Is this the official copy of the series?
X | 1f not, where isit?. ﬁ‘Grants Accounting ey
X b. Does the series contam oonfldenttal ;nformatlon requmng securlty handltng? If yes, cite law or regulation.
X | c Isthisav wtal record? L i : o / I S
| X d. Does this series have historical or long term research value? . '"
e. When one or two documents in the file make it necessary to keep the entire file for a long perlod cou!d these
X documents be scheduled separately? — e B
X I 3 !e lniprfn contained in this series ever published? _1f ves, attach copy,
= s the mformataon contained in this series ever analyzed and/or recorded ina summarlzed report?
X If ves, attach copy, S —— ]
2| h. Istherea duphcatuon of this series in your office, or in another office or agency?
| X | ). Myes,where? __ Grants Accounting — _
X__ | _i._ls this series for a major portion of it} reqularly micro ||meg?,,, ;
| X | 1 j. Does the record series result in a computer printout? File is a Computer Printout
11. Retentlon Requirements |‘ The following requires the series to be kept:
a. State Law . years. - d. Audit period < ' . years.
b. Statute of limitation - ‘ years. ' e, Administrative need __.years,
c. Federal law . years. f. Federal retention instructions - years,

Attach copy or excert of laws or regulationé.‘ Explain administrative need.

12. A;proved—aiebositira_rr- l_nstrtg‘tioos This agency réecommends that the file series be cut off at the end of each: «’

| Calendar Year O Fiscal Year; lﬁ Other ___See Below* then,
O Hold in the current files area —..__.month{s) . .. year{s); then
O Transfer to local holding area; hold ________year(s}; then
O Transfer to State Records Center; hold ——..._year(s); then

O Destroy.
[J Transfer to State Archives for permanent retention,
Other (Specify)

1

*Report EDVGO410 - Cut off file monthly and destroy;. except final monthly report of fiscal
, year,and first report of fiscal year showing encumbrances, produced on or around June 30;
" hold in current flleS area for one (1) year; then destroy. :

Report EDVT0200, EDVT0730, and EDVT0740 - Cut off file monthly and destroy; except final
monthly report of fiscal year, produced on or around June 30; hold in current files area

for one (1) year; then destroy. i

N H LR o . 1

These instructions apply to all pr'ior and future accumulations of the series.

Recommendations in para- —V — -
graph 12 are approved, State Auditor/Designee - J_ 7/~ I/

(If disapproved, attach letter |45 -
of explanation.) | Secret ate/Designee QJ(M& %{f g =/0 - ] /

Ag_enc; Hea signee {Signature) 7 Date Records Mauement Officer (Slgnature) Date

3-2-9) |Walk. LB e 5-2.9)

,..---\State Reeords Commlttee f. gnature) - Date

Attoroey GeneralIDeeignee ﬁ/ M // M -2 4 9 /

AR—50—71; Rev. 76 maversa Side)

Mt — - - - - EE - - - . - - . - ‘—_,—*—v . - . e ' -




